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RESUME

MITHLAJ S

Phone: 050 167 2201
Email: mithlajs@yahoo.co.in 
Objective

I would like to bring forward my application for a vacancy of Secretary/ Document Controller in your highly esteemed organization. My resume would give you an outline on my qualification and achievements over the past few years. I am a young and an enthusiastic individual having proven experience in relative field, I am well versed with all MS Office packages with a strong background of Information Technology. I possessed an excellent typing speed (45 words per minute).

I look forward to receive a positive response from you. Meantime, I enclose herewith a copy of my testimonials for your kind consideration. If you wish to contact with me in this regard any further, kindly phone me on 050 167 2201.

Academic Qualification


	Course
	Institution
	Board/University
	Marks%

	Degree -  Computer science  
	K.M.C.T College of Engineering - Kerala, India 
	Calicut University 
	60

	PLUS TWO
	G.H.S.S - Kerala, India 
	Board Of H.S.E
	67

	SSLC 
	M.G.M High School – Kerala, India 
	Board of Secondary Education, Kerala
	81


Gulf Experience 

Position Held

:
Secretary Document Controller with Bin Aweidha
Emelcold, Sharjah
Responsibilities               :
Attending the calls, letter typing, sending and receiving mails & logging the documents, dispatching, Classification & updation of documents, preparing the minutes of Meetings & issuing to the concerned parties, filing the documents and keeping the records.    

Experience in India

Period 


:
September 2005- December 2006

Position Held

:
Office Secretary / Document Controller with Symmetric
Technology, Bangalore, India 
Responsibilities

:
Attending the incoming calls, typing the correspondences, 






Receiving & dispatching of the documents, preparing the minutes 






of meeting and issuing to the concerned parties, classification & 






Updation of drawings and filing the documents,
Personal Particulars

Name


: 
Mithlaj S
Sex


:
Male 


Date of Birth

: 
07. 04. 1982

Visa status

: 
Visit Visa 
Marital status

:
Single

Nationality

:
Indian
Proficiency of Languages 






:
English, Hindi, Malayalam - (Speak, read & Write)





:
Arabic - (Read & write)

Strengths


· Self motivated, with good interpersonal and communication skills. 

· Ability to take on responsibility and work as a team member / Tech Lead.

· I regard Team Spirit as an integral part of productivity. 

Skill set

· Languages

:    C,C++,C#.Net

· Backend

:    MS Access, MS Office MS-Office, Excel, Outlook, Power

     Point, Internet & E-mailing 

· Platforms

:    MS-DOS, Win2000 / XP, Unix, Linux
Projects Undertaken

· Assignment 1
Title


:
Railway Reservation System
Organization

:
KMCT College of Engineering Manasserry, Mukkam

Environment

:
HTML, JDK1.1, JSDK.

Team Role

:
Project Member (Analysis, Design, Coding & implementation)
Description     

:
The software facilitates the online reservation of railway tickets    



with ease. It contains web pages, which illustrates Timing schedule, Booking, Cancellation, Status, and Terms and conditions etc.
· Assignment 2
Title              

:         
Atmospheric Aircon Consultancy

Organization  

:
Indecomm Global Services, Koramangala, Bangalore 

Environment  

:          
C#.Net

Team Role     

:
 Project Member (Analysis, Design, Coding & implementation)

         
Description    

:         
 Computerization of the Technical Dept. of Atmosphere Aircon                      
                           

 Consultancy, Singapore.

Seminar Undertaken

Title


:
Antispamming Techniques


Description    

:
Antispamming Techniques emphasizes the problem of spam



as well
as different Antispamming Techniques & reasons that 



are motivating the spammers.
Other Skills  

Typewriting 

:
English Higher (45 words / minutes)

Hobbies 

Football / cricket playing, reading and traveling  
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